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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Bureau of Audit

	4. Civil Service Position Code Description
	10. Division

	Auditing Specialist-3
	Audit Division

	5. Working Title (What the agency calls the position)
	11. Section

	Quality Assurance Auditing Specialist
	

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	WOOTON, BRYCE; STATE DIVISION ADMINISTRATOR
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	HAVENS, SHANNAH M; SENIOR MANAGEMENT EXECUTIVE
	235 S. Grand Ave, Lansing, MI 48933 / Monday - Friday  8:00 a.m. - 5:00 p.m.




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		The specialist in this position is responsible for the quality assurance function for audits or reviews of nonprofits, local health departments, and governmental entities conducted by the Audit Division.  The specialist is responsible for assisting the director and managers in reviewing audit working papers and reports to ensure that audits are (1) conducted in accordance with professional standards, (2) predefined audit objectives are adequately addressed, and (3) the results are appropriately communicated in audit reports or monitoring reviews. The position is responsible for ensuring complex assignments/audits are completed accurately, consistently, and in accordance with Division standards.  The work requires considerable independent judgment to select proper courses of action; and requires the interpretation of complex laws, regulations, rules, and departmental policy.  
The specialist will be the sole expert as it relates to Title 2 CFR Part 200 and other Federal requirements related to the programs under audit and/or affect monitoring efforts. The specialist will provide technical assistance and guidance regarding Federal requirements to MDHHS Bureaus, Divisions, Sections, Offices that administer Federal awards.  The specialist will maintain the Audit Division’s professional electronic library and resources available to the Division’s Auditors.
The specialist will be responsible for developing improvements to the audit process, including process mapping, forms, standard report formats.  The specialist will participate in assessing and developing training sessions (both internal and external).
The specialist will be required to participate in special projects, and other more complex audits as assigned.



	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	60

	Sole specialist responsible for the quality assurance function for audits or reviews of nonprofits, local health departments, and governmental entities conducted by the Audit Division. Ensure the quality and integrity of very complex, fiscal, compliance, and/or performance audits of internal department programs and/or operations of external agencies and providers funded by the Department, that have been completed by the Division.

	Individual tasks related to the duty:
	
	

	· Provide quality assurance on over 90 fiscal and compliance audits and reports annually to ensure compliance with Federally mandated audits of the Division’s multiple program areas.
· Develop and maintain the Division’s policies, procedures, and templates.
· Design, implement, or update the Division’s fiscal and compliance auditing policies, procedures, and templates to ensure compliance with Federal/State regulation changes.
· Review and edit written reports to ensure that exceptions, conclusions, and recommendations are stated clearly, concisely, and objectively.
· Ensure that professional audit staff prepare audit working papers, schedules, and reports in accordance with professional standards.
· Interpret complex federal and state regulations, MDHHS agreement provisions, and policies and procedures related to the programs audited by the Audit Division.
· Review electronic working papers to ensure:
1. The testing was adequate and satisfied the standards for each of the audit objectives.
2. The purpose and source are included on each document, and worksheets include a conclusion.
3. Cross references are included.
4. The federal, state, and/or program criteria is identified for each exception.
5. The audit exceptions, criteria, conclusions, and recommendations are supported and documented.
· Maintain audit logs to track status of audits in process.
· Collect and track recurring issues noted with working paper reviews and drafted report reviews.
· Assist the professional audit staff in completing outstanding audit phases and drafting exceptions and reports as requested by Section Manager
· Make recommendations to auditors and management concerning the quality of audits reviewed.
· Assist with the Audit Division’s timely preparation of the annual Monitoring Program.

	Duty 2

	General Summary:
	Percentage:
	10

	The specialist will be the sole expert as it relates to Title 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards; and other Federal requirements related to the programs under audit and/or affect monitoring efforts.  The specialist will maintain the Audit Division’s professional electronic library and resources available to the Division’s Auditors.

	Individual tasks related to the duty:
	
	

	· Perform technical assistance to MDHHS staff and subrecipients as it relates to Title 2 CFR Part 200 and other Federal requirements related to Federal and state funds administered by the Department.
· Notify Audit Division Director of changes to Federal criteria affecting Federal awards administered by the Department.
· Review MDHHS standard agreement language to ensure Federal regulations are correctly cited and if new criteria or processes must be added.
· Maintain the Audit Division’s professional electronic library and resources and distribute updates to the Audit Division staff, as appropriate.
· Evaluates audit working paper templates and audit program steps to ensure they are updated to reflect changes in Federal and state requirements and regulations.

	Duty 3

	General Summary:
	Percentage:
	10

	Establish process improvements (internal and external) based on the results of the audits reviewed and other related audit activities. Develop and maintain, in coordination with Section and Division Management, the Section’s policies, audit procedure steps, working paper templates, report templates, correspondence templates, and written processes related to the Division’s programs (WIC, Family Planning, DVS, HIV/AIDS, Child Care Fund, and Medicaid Schools Services.)

	Individual tasks related to the duty:
	
	

	· Assist with the assessment of staff training needs and determine areas for improvement.
· Evaluate and review of audit working papers and audit reports to identify auditor training needs. 
· Design staff training to enhance audit working papers and audit reports prepared by the auditors.
·  Evaluate audit reports to find trends within the report.
· Design training to improve financial accountability for the program(s) being audited.
· Develop policy or make changes to existing policy to ensure process improvements are properly implemented and understood.  Examples could include; Audit Division policy or Program policy deficiencies identified during the Divisions audits or process mapping.

	Duty 4

	General Summary:
	Percentage:
	20

	Special projects or other duties as assigned by the Division Director.

	Individual tasks related to the duty:
	
	

	· Perform special audits.
· Participate in meetings with Grantees, Grantee boards or committees, external and internal stakeholders, etc. as the subject matter expert for complex Federal and state regulations.
· Review audit program steps and make necessary updates to ensure compliance with Federal and state regulations for the program(s) being audit.
· Assist program offices with the annual risk assessment and subrecipient monitoring plans.
· Participate in Audit Division meetings and develop training materials for these staff training sessions.
· Update and maintain the Bureau’s internet site ensuring accurate descriptions of Divisions’ roles and responsibilities, and appropriate and accurate links to relevant and current information as provided by Division Directors.
· Participate in special projects or work groups and complete assignments, as requested.
· Plan, direct, coordinate, research and/or oversee the activities necessary to complete the assignments in a professional and timely fashion.
· Assist in being Audit Division’s end-to-end audit management system Champion (i.e. TeamMate+)
· Provide technical assistance to the Division’s grantees as needed.









	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		The Quality Assurance Auditing Specialist exercises considerable independent judgement in determining priorities, and actions required to achieve desired outcomes.  This position makes independent decisions regarding audit objectives, scope, development of the tests necessary to meet those objectives, compliance with reimbursement policies for public funds, and audit report content. The position also independently exercises judgement over fiscal and compliance issues. 
The Department and external organizations funded by the department and the general public are all affected by varying degrees by these decisions.  These decisions help determine whether taxpayer dollars are being spent appropriately in accordance with statutory and regulatory requirements, and that controls are in place and functioning appropriately to safeguard the Department’s assets.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		· Decisions on issues that may be politically sensitive or involve policy interpretations that may materially affect Grantees funded by the Department.
· Policy changes.
· Audit reports or other reports signed by the Audit Division Director.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		Most of the work is conducted in a general office setting, but some occasional travel may be required.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		Additional Subordinates



	

	
	
	

	
		



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		N



	
		Complete and sign service ratings.



	
		N



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Provide formal written counseling.



	
		N



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		N



	
	
	

	
		N



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Approve time and attendance.



	
		N



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		N



	
		Orally reprimand.



	
		N



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes. This is a management developed PD. 






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		The position functions as a professional specialist, and the essential duties of this position are to provide the quality assurance function related to the Federally-mandated audits of the multiple program areas served by the Division; develop and maintain the Division’s policies, procedures, and templates; and acts at the Division’s subject matter expert for federal regulations. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The function of the work area is, among other things, to ensure through audit that costs claimed for reimbursement by providers are allowable and appropriate in accordance with established State and Federal regulatory, statutory, and programmatic requirements; and to ensure through audit that providers are complying with various requirements.
This position, through quality assurance reviews of professional audit staff working papers and reports, ensures the Federally-mandated audits of various program (WIC, Family Planning, HIV/AIDs, Division of Victim Services, Child Care Fund, and Medicaid Schools Services Program) providers are completed accurately, audit reports effectively convey audit results, and audits meet Federal monitoring requirements.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor's degree with at least 24 semester (36 term) credits in accounting.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
Auditing Specialist 13 - 15
Four years of professional experience equivalent to an Auditor, including two years equivalent to an Auditor P11 or Assistant Auditor General P11, or one year equivalent to an Auditor 12 or Assistant Auditor General 12.

Alternate Education and Experience

Auditing Specialist 13 - 15
Possession of a Certificate in Public Accounting (CPA) may be substituted for one year of P11 experience.

Possession of a Certified Management Accountant certification (CMA) may be substituted for six months of P11 experience.

Possession of a Certified Internal Auditor certification or a Certified Information System Auditor certification may be substituted for one year of experience at the P11 level for positions responsible for internal auditing.

Possession of a bachelor's degree with 24 semester credits (36 term) in finance, information systems, or management may be substituted for the education for positions responsible for internal auditing.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service job specification. In addition:
· Knowledge of unique and highly complex program requirements for each program.
· Ability to interpret complex rules, regulations, and programmatic requirements, including Department policies and procedures.
· Experience with audit of governmental entities and nonprofit organizations.
· Ability to research and gain expert knowledge of Federal and state laws and the assigned program requirements.
· Excellent analytical skills.
· Understanding of GAAP, GASB, nonprofit and state and local government accounting principles and auditing standards. 
· Attention to detail.
· Proficient written and oral communication skills.
· Ability to develop reports, policies, and audit tools in Microsoft Word and Excel.
· Ability to work independently.
· Ability to plan, coordinate, and expedite work projects.
· Ability to review established processes for improvements to improve workflow and impart knowledge to stakeholders.
· Excellent analytical skills
· Detail oriented, have excellent writing skills, and be proficient in Word and Excel.
· Ability to maintain favorable public relations.
The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect, and fairness.




	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		CPA, CGFM, CIA, or other professional organization affiliations are preferred, but not required.




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		HILLARY PLATTE



	
		5/11/2023



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



